How to Change Report Settings To Retrieve a Customer Comment

1. Once you have selected your individual service provider account on the right side of the “View ICE
Reports or Administer Service Providers and Manager Accounts” screen, click on “Customer Follow-up.”
If you get the screen below or you cannot locate the comment you are looking for....

:: Admin :: Customer Follow-up Service Providers - Windows Internet Explorer provided by US Army - Fort Hood NIPRNet

@C‘; - |g, https:,l',l'ice.disa.miI,l'admin,l'customer_FoIlowup,l'index.cFm?Fa=F0||0wu|:_serviceJ:rovider_Iist&servicejrovider_id=110162j ﬂ || X ILive Search Pl
= ¥
‘Si‘ '1'9? @ICE i+ Admin :: Customer Fallow-up Service Praviders @ - E v - - @Page - ,@ Tools

Interactive Home - Logout - Help

Customer
Evaluation

Home :> Admin Main > Foll p Report for CUSTOMER MANAGEMENT SERVICES - Fort Hood

Follow-up Service Provider Summary for CUSTOMER MANAGEMENT SERVICES - Fort Hood

Print this page

Date range P e TR o |y 22 Jun 09
- Only submissions with Con mat|0n or Te WS are included in this report
( Change Report Settmgs

No submissions found for this service prl:lvu:ler wifi current report settings.

Column Eey:

GT [greater than), LTE [less than or equal ta]

Subrmizsion Count = tatal number of submissions matching date range ghd other custom settings

Completed - LTE 7 days {0n-time} = Mumber (%) of submizsions that @ere follawed-up within 7 days of being submitted

Completed - GT 7 days {Late} = Mumber (%) of submissions that wer@tollowed-up after mare than 7 days of being submitted

Pending - LTE 7 days {Pending} = Murmber [%) of submiszions that #Eve not been followed-up on but 7 or fewer days have passed since submission was made
Pending - GT 7 days {Delinquent} = Mumber (%] of submissians thgl have not been fallowed-up on and more than 7 daps have passed since submizsion was made

Top of Page

Currently logge:

e Provider Manager )

|D0ne l_l_l_l_’_’_|e Internet |"+\ 100% - 2
mStﬂﬂl @& [~ B [~ Inbox - Microso... | 3 #f-22 June ” ICE :: Admin ::... W) TAB B [16-22 Ju., | B C#As Report Te.. | ) | T le A S 524 M

2. Click on “Change Report Settings.” This will bring you to the screen on the next page.
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3. Make sure you have selected the exact date for the comment you are looking for and “Include all
submissions” is selected under both “Contact Information Availability” and Customer Satisfaction
Indication” areas above. Note: If you are looking for a comment and you cannot recall the exact date,
select a range of dates for when you think the comment might have been submitted.

4. Click “update” at the bottom of the screen. Note: If you do not click update, nothing will change.
5. This should bring up the comment(s) you are looking for, based on the date range you selected.

6. If you still cannot locate the comment, call me. Either it has been moved to another service provider
account or has been removed altogether from the ICE system.
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